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ANNEX IIT TABE

CIA RECORDS CENTER

OHGARIZATION -~ FUNCTIONS - STAFFING

The Records Center, identified prior to 15 February 195k, as a branch
of the Records Services Division, Ceneral Services 0ffice, is organized on
an improvised basis, i.e. with a proposed organization for the remainder of
Fiscal Year 195L. The Center is now sdentified as s section of the Records
Management Branch. :

orgsnization ~ The framework of the Center is erected on a foundation of three
agerafing sections; namely, Accessioning, Reference fervice, and [isposal
sections, respectively. The office of the Chief appears as a modest super+
siructure.

Functions - The administrative functions of the Center are basic in detall
snd sdhere closely to the simple operating system employed within the er-
ganization frameworke. They are restated as follows:

office of the Chief = Administers functions and directs operatioms of
The fecords Centers. Assumes responsibility fer all assignments received
from Chief of Records Management Branch to whom he is accountable. {Re~
vised by Examiner)

Accessioning Section - Arranges for transfer of records from operating
offices to the Center; sssists in the phyaical,mnvemant of records to

the Center by supplying technical advice, labor, trucks, containers and
lsbels; maintains controls over accessions by assigning job numbers,
processing transfer documents, and allocating all center shelving spuace
for the storage of records; and maintains and prepares rsporis on
sccessions.

Reference Service Sectlon - Receives reguests for information on docu-
ments in the custody of the Center and conducis necessary scarches to
locate desired documents, using established finding media; provides
desired information either by abstracting the data or transferring the
document to the requesting office; prepared and maintains research refer-
ence aldes; enforces restrictlons on use of records in custody; main-
tains resords and prepares reports on reference gservices rendered; re-
geives, stores, reproduces, and distributes supplemental coples of ClAe
produced intelligence information and reports and makes initial and
supplemental distribution of Agency regulations and administrative
ippuances; malntains a current inventory of distribution naterials and
prepsres reports on services rendered.
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Iisposel fection - txamines records as they sre accessioned in order to
determine Lt their disposal is authorized by any existing schedule; pre-
pares and maintalns a disposal "tickler file" that controls final dis-
position of all records in custody of the Center; initistes and con~
duets work programs as reguired designed to evaluate and appraise records
in custody for pressrvation or destruction; and maintsins disposal job
files and prepares veports on the destruction of records.

The work of the Center is allotted tc the three gections on & functional

bhasis and distributed to the employees who are most capable of carrying
out the assigmments, respectively. :

Staffing
affice of the Chief - 1 (8~12, 1 (S=3
Accessioning fection = 1 G~ (asstis to Chief) 1 GS~7
Refercnce Service fection - 1 009
Records Unit = 1 CE-T, 1 Gs-s
Tistribution Unit = 2 68«7, 3 ¢5-5
Disposal Section = 1 G889 &

In Procesg = C

TUTAL PRRSCHHRL - 13
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